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MWORAISUH FOR: Chief of Logistics 


SUBJECT 


Reply to Letters fro® Outside Agencies 


1- It is Agency policy that letters to the Director fro® 
other goveraaental agencies be answered within five days unlees 
a dsfin lte due date is specified. The action office is mt 
res ponsibl e far all the delays as fre^pently considerable tian 
is eonsnasd before the letter reaches it, however, unless the 
setio® office expedites and c los e ly follows the pr e pa r atl on of 
a reply, the due date le not always set. 

2. A recent exswple of this occu r red in the preaarutlon 
? * feply to a letter frt* General 8 ervieea Administration , 
teted 6 Jmmry 1955* The letter requested an answer by 
TFebroary. It was forwarded by this office to the Logistics 
Qffioe on 14 January. The reply, which reached this office 
on 10 February, indi ca ted it had been prepared by the Procure - 
swat Division on 28 January and was concurred in by the Losis- 
ties Office on 9 February. 

3* I» carder to prevent such recurrences, please Mt ur 
a procedure which will expedite the answering of letters froa 
outside agencies, end will make certain due dates are net. 
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